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APPLICATION FOR RECORDS RETENTION SCHEDULE 

4. h o t  S t i e s  
Edbn Latest 

1973 I to date 

INSTRUCTIONS: See Publicauon No. 76-RM-1 for instrucb'ons on completing this form. F m r d  signed original to 
Dspwvnrnt of A r c t h s  and History, Records Management Division. 330 Capitol A m w ,  Atlanta, Georgia. 30334. 
Attention: Scheduling Sction. 

5. Rlcards SIr iu T i e  Ifollowed by tide usd in Office; if differmtl 

STATE LABORATORY LICENSURE SURVEY FILES ' 

- 
MA AGENCY M E  11. AgoncyAddressGeorgia Department o f  I M R  REwaos MANAGEMENT'USE 

Indudeduo: Form No. DPH/DCS(4)-139 [new number-35391 (Application for annual 
License/Approval of Clinical Laboratory Under the Georgia Laboratory Li- 
censure Law, 1970) which shows name, address and phone number of facility 
names and titles of owner, director, consultants, medical staff and other 
personnel; signature and title of authorized persons; type of laborator 
(hospital-based, independent, official phblic health agency, premarital. 
syphilis serology); categories for which licensure is requested (micro- 
biologp, serology, clinical chemistry, clinical microscopy, immunohema- 
tology, hematology, pathology, radiobioassay, tissue bank). Report of 
surve shows specifically what was checked at the laboratory, such as: ' 

public heblth, premarit,al serology) ; thereunder, alphabetically by name 
File " alphabet ic a lly by t yp e of lab0 r a t or y (ho s p i t a 1- bas ed , ind ep end en t 

/of laborator -* -~ 8. Momhh, R h n m  Rate 
One to six months oid 
twenty-fiw months and older 

How often a n  records referred to which are: 
5- , hwn to W l v 8  months old O- 5; Thineon to twcnty-four months old 

rarely ? 
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'r . .  

11. RmmknRlqukrmrnts The following requiros the srier to be kept: 

a. !&Lm yan d. Audit period - wars. 
b. sutum oi limitation Y e a n  * e. Administratiwnoed 5 
a hdwrlirw' wars. f. Federal retention instructions warr. 

Am& mpy or ox- of laws or roguktion~. Explain administrative nwd. 

Federal audit 

IZ m v a d  Dlspostthion lnraudom This rgsnoy recommends that th file series k cut off at the end of each: 
Sa Calendar Yeor; 0 Fiscal Year: 0 Other __ - 

than. 

6a Hold in thr w e n t  files orao month(r) 2 year(s):then 
0 Trmdw to loal holding area: hold 
a Tramtor to Stoa RIcordr Cmter; hold 
m h w o v .  
0 l'nmlrr to State Archim for permanent rotention. 
0 0 t h  /$orcnL/ 

wads): then 
veufr); then 

I I 

Ttmo inruuniom apply to all prior and future accumulations of thr series. 



, 
Application for Records Retention Schedule 

STATE LABORATORY LICENSURE SURVEY FILES 
to amend 

Continuation 

6 .  The Office of Regulatory Services has the responsibility 
to provide for the supervision and management of the De- 
partment's regulatory and quality control functions in- 
cluding medical care facilities, laboratory facilities, 
and child-caring and child-placing agencies and facili- 
ties; to insure objectivity in these activities; to 
facilitate communication and coordination; to enhance the 
Department's ability to develop policy on regulatory acti- 
vities and move to a standardized approach for enforcement; 
to facilitate the development of interpretive guidelines and 
a consistent approach to interpretation of regulations; and 
to provide a mechanism to assist in the development of plans 
for future regulatory/quality assurance functions where 
needed. 

The Laboratory Licensure and Development Section has the re- 
sponsibility to promote and support the State-wide Labora- 
tory Improvement Program for meeting the needs of the Labo- 
ratory Licensure Law through on-site visits to individual 
hospitals and independent laboratories, proficiency testing 
and continuing education to upgrade the quality of services. 

7 .  sa&?#ite laboratories, collection stations, or other clinical 
laboratories in facility; what specimens are sent to refer- 
ence laboratory (by name and referred to) personnel records 
to determine that requirements are met (qualified technical 
personnel, consultant service, trainees); records, reports, 
laboratory procedural manuals; sanitation and safety; equip- 
ment, supplies and reagents; hematology; urinalysis; chem- 
istry; syphilis serology; diagnostic immunology; immuno- 
hematology; bacteriology; parasitology; mycobacteriology; 
mycology; anatomic pathology; signatures of survey officer, 
laboratory director; date of survey, date of follow-up, and 
fire inspection date. Also included in the file is corres- 
pondence relating to deficiencies found during the survey, 
the plan for correcting deficiencies, and verification that 
all deficiencies have been corrected. 


